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1. Introduction

Cornwall Hospice is committed to protecting the personal information of staff, volunteers, applicants,
workers and others who apply to work or volunteer with us. This Privacy Notice explains how we collect, use,
share, store and protect personal data for employment, volunteering, recruitment, workforce management
and related purposes.

This notice is intended to meet our transparency obligations under the UK General Data Protection
Regulation (UK GDPR), the Data Protection Act 2018, the Privacy and Electronic Communications
Regulations (PECR) where relevant, and the Data (Use and Access) Act 2025.

2. Who We Are

Cornwall Hospice (legal name: Cornwall Hospice Care) is the data controller for the personal data described
in this notice unless we tell you otherwise.

Contact details:

Cornwall Hospice

Mount Edgcumbe Hospice
Porthpean Road

St Austell

Cornwall

PL26 6AB

Telephone: 01726 65711
General enquiries: communications@cornwallhospice.co.uk

3. Data Protection Contact

If you have any questions about how we use your personal data, wish to exercise your data protection rights,
or want to raise a data protection complaint, please contact:

Data Protection Officer

Email: dpo@cornwallhospice.org

Telephone: 01726 874067

Post: Data Protection Officer, Unit 10/11 Daniels Lane, St Austell, PL25 3HS



4. Personal Data We Collect

We may collect and process the following types of personal data:

Name, address, email address, telephone number, date of birth and contact details.

Recruitment information, including application forms, CVs, interview notes, references and
assessment information.

Employment or volunteering history, qualifications, skills, training and experience.

Terms and conditions of employment or volunteering arrangements.

Payroll, pension, tax, National Insurance and bank account details.

Working hours, attendance, rota, absence, annual leave, sickness and family leave information.
Emergency contact details, next of kin and dependants information.

Right to work information, identity documents and nationality information.

DBS/criminal record information where required for the role.

Performance, supervision, appraisal, training and development records.

Disciplinary, grievance, conduct, capability, safeguarding or investigation records where relevant.
Health, medical or occupational health information, including disability and reasonable adjustment
information.

Equality, diversity and inclusion monitoring information.

IT, system access, audit logs and security monitoring information where relevant.

Images, video or CCTV where you are present at locations where CCTV is in operation or where
images are used with appropriate authority.

5. How We Collect Personal Data

We may collect personal data directly from you through application forms, CVs, identity documents,
onboarding forms, correspondence, interviews, meetings, appraisals, occupational health processes and
other workforce interactions.

We may also collect personal data from third parties where lawful and appropriate, such as referees, DBS
services, occupational health providers, pension providers, payroll providers, training providers, professional
bodies, regulatory bodies or previous employers.

6. Why We Use Your Personal Data

We use personal data for purposes including:

Recruitment and selection.

Managing employment contracts, volunteering arrangements and onboarding.

Payroll, pension, expenses, benefits and tax administration.

Workforce planning, rota management, absence management and performance management.
Training, supervision, appraisal and professional development.

Managing disciplinary, grievance, capability, conduct and safeguarding processes.

Meeting employment law, health and safety, safeguarding and charity governance obligations.
Checking right to work and suitability for roles, including DBS checks where required.
Providing reasonable adjustments and occupational health support.

Maintaining staff and volunteer records.

Managing IT accounts, access controls, security and acceptable use.



¢ Respondingto references, legal claims, regulatory requirements and audit requests.
¢ Monitoring equality, diversity and inclusion.
e Protecting staff, volunteers, patients, visitors, customers, premises and assets.

7. Lawful Bases for Processing
We rely on different lawful bases depending on the purpose of processing. These may include:

o Contract, where processing is necessary to enter into or perform an employment contract.

¢ Legal obligation, where processing is necessary to comply with employment, tax, health and
safety, safeguarding or regulatory duties.

o Legitimateinterests, where processing is necessary for effective workforce management,
organisational administration, security, governance or legal protection.

e Consent, where appropriate, although we will not normally rely on consent for core employment
processing because of the imbalance between employer and employee.

¢ Vital interests, where processing is necessary to protect someone’s life.

Where we process special category data, such as health information, disability information, trade union
membership, religious belief, ethnicity or sexual orientation, we will identify an additional condition under UK
GDPR Article 9 and the Data Protection Act 2018.

Where we process criminal offence data, including DBS information, we will do so only where authorised by
law and necessary for the role or purpose.

8. Special Category Data and Criminal Offence Data

We may process health information, disability information and occupational health information to meet
employment law obligations, support reasonable adjustments, manage absence, protect health and safety
and support wellbeing.

We may process equality monitoring information to support equality, diversity and inclusion, monitor
workforce representation and meet legal obligations. Where possible, this information will be anonymised or
aggregated for reporting.

We may process DBS and criminal offence information where required for a role, safeguarding, regulatory
compliance or suitability assessment.

9. Who We Share Personal Data With

We may share personal data where necessary and lawful with:

¢ HR, payroll, finance, ICT, line managers and other managers who need access for their role.

e Pension providers, payroll providers, occupational health providers and benefits providers.

e DBSservices, referees, previous employers and professional bodies.

e Training providers and learning platforms.

e IT,HR and workforce system providers.

e Legal advisers, insurers, auditors and professional advisers.

e HMRC, regulators, safeguarding authorities, law enforcement or public bodies where required.
e Future employers where references are requested and authorised or lawful.



10. International Transfers

Where possible, personal data is stored and processed in the UK. Where we use suppliers or systems that
involve transferring personal data outside the UK, we will ensure that appropriate safeguards are in place.
These may include adequacy regulations, the UK International Data Transfer Agreement, the UK Addendum
to EU Standard Contractual Clauses, or other lawful transfer mechanisms.

11. How Long We Keep Personal Data
We keep personal data only for as long as necessary for employment, volunteering, recruitment, legal,
safeguarding, tax, accounting, regulatory or organisational purposes.

The retention period depends on the type of record. For example, recruitment, HR, payroll, training,
safeguarding, disciplinary, accident, pension and occupational health records may all have different retention
periods. Please see our Retention Schedule at https://cornwallhospice.org/wp-
content/uploads/2024/04/Records-Retention-Schedule-March-2024.pdf or contact us for a paper copy.

When information is no longer required, we will securely delete, anonymise or destroy it.

12. Security and Confidentiality

We take the security of staff, volunteer and applicant data seriously. We use appropriate technical and
organisational measures, including access controls, policies, training, secure systems and monitoring, to
protect personal data from unauthorised access, loss, misuse or disclosure.

13. Your Data Protection Rights

Depending on the circumstances and the lawful basis for processing, you may have the right to:

e Beinformed about how we use your personal data.

e Requestaccess to your personal data.

e Askusto correctinaccurate orincomplete personal data.

e Askusto delete personal data in certain circumstances.

o Askusto restrict processing in certain circumstances.

e Object to processing in certain circumstances.

e Request data portability in certain circumstances.

¢ Withdraw consent where processing is based on consent.

¢ Askusabout automated decision-making or profiling where relevant.

To exercise your rights, contact the Data Protection Officer using the contact details above. We will normally
respond within one month, although this may be extended where permitted by law.

14. Data Protection Complaints
If you are concerned about how Cornwall Hospice has handled your personal data, please contactus in the
firstinstance so that we caninvestigate and respond.



A data protection complaint may relate to how we collect, use, store, share, retain, secure or otherwise
process personal data. It may also relate to how we have handled a data protection rights request, such as a
subject access request. Contact:

Data Protection Officer

Email: dpo@cornwallhospice.org

Telephone: 01726 874067

Post: Data Protection Officer, Unit 10/11 Daniels Lane, St Austell, PL25 3HS

If you remain dissatisfied after we have responded, you have the right to complain to the Information
Commissioner’s Office:

Information Commissioner’s Office
Website: https://ico.org.uk
Telephone: 0303123 1113

15. What Happens If You Do Not Provide Personal Data

Some personal datais required so that Cornwall Hospice can manage employment, volunteering, recruitment,
payroll, safeguarding, health and safety, legal obligations and workforce administration. If you do not provide
certain information, we may be unable to employ you, engage you as a volunteer, process your application,
pay you, provide benefits, meet legal duties or support you appropriately.

16. Changes to This Privacy Notice
We may update this Privacy Notice from time to time. The latest version will be made available internally and,
where appropriate, on our website.



